
Request Manager

Request Manager allows for the creation of Placements,Projects, Simulated WIL offers and the 
sending of Requests to Agencies in the InPlace WIL System. The Request can be created for an 
individual Agency or for multiple Agencies at once.

Request Manager can be used to send the Requests to the Agencies and to record Agency 
responses. Request Manager can also be used to record that Agencies have placements available 
even if they have been arranged outside of the system, i.e. by phone or email.

Placement offers are generated from the Requests, which can then be allocated to Students via 
the Placement Manager.

The work flow is as follows:

The Request Manager page

Navigate to Request > Request Manager
1. The Filter allows you to set the Academic Year Beginning, Discipline and Group Type 

(Allocation Group previously course offering is the default, but you can use Action Group if 
you have previously created one).

2. Placements Required are displayed as colour-coded progress bar.
3. There are three tabs available within the Request Manager:

• The New Requests tab.
• The Action Requests tab.
• The Process Responses tab.
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Create New Requests (for Placements, Projects or Simulations)
The New Request tab allows you to create new placement Requests for one or multiple Agencies.
1. Click on the New Request tab.
2. Highlight the Agency or Agencies required and click on the Select button.

• If an Agency is not listed, please ensure that the Agency is connected to your Discipline
• Refer to the Agency Maintenance Quick Reference Guide for further details

3. Select the Placement Blocks (the default setting is Other but you can create your own 
Placement Blocks if required ).

4. Enter the Placement Start Dates and End Dates.
5. Enter the No. of Placement offers to be created.
6. Click on the Clock icon to set the Placement schedule times radio buttons (i.e. “Full Day”, “Half 

Day”). 
7. Click on the OK button to close the window.
8. Click on the Add Experiences link to open the Select Experiences and Duration pop-up 

window.
9. Populate the Experience (default is General), Duration and Unit of Measure drop-down 

menus.

10. If creating Projects or Simulated WIL offers enter a  Group Code field which consists of the 
naming convention of  the “Course Code” with an “F_” at the front. 

11. Tick the Fixed Dates, Fixed Experience and Duration and Ignore for Placement clashes 
check boxes as required.

12. Click on the Save button.
*Note: If a message is included in the “Comment” field, it will be visible to the Student once the 
Placement is allocated.

Changing the “WIL Activity Type” (for Projects or simulated WIL):

1. Click on the Edit link for the WIL Activity Type.
2. Change the default of  Placement to  Project, Simulation or Combined Project and 

Simulation from the drop-down menu within the pop-up window.
3. Click on the Save button.
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Communication Templates
A Communication Template is a defined email message populated with variable mail merge fields 
in order to communicate with Students, Agencies and Staff. 
Those that are Shared are generic and available to all users. Discipline specific customised 
templates can be created for you by InPlace Support.
When a Communication Request is generated, a list of relevant Communication Templates for that 
action will be available from the Template drop-down menu. 

Merge fields and text can also be edited at this stage, as well as any formatting or layout changes 
required. 

These changes apply only to this particular email and are not saved into the Template itself 
(permanent changes must be applied from the Communication Templates page).

Action Requests
Once the placement Requests have been created, notifications can be sent using the Action 
Request tab. If the Requests are actioned outside the system, such as a phone call, skip this step 
and proceed to Process Responses.
1. Click on the Action Requests tab.
2. Tick the check box for the Request or Requests that you wish to action.
3. Tick the Email or Print check box (Please note: The Email option is only available if the 

Agency has Email set as an accepted contact method AND has an active Personnel entry on 
the account with Receive Correspondence flagged).

4. Click on the Action Request link beneath the Actions header.
5. Click OK on the Confirm pop-up box.
6. Once the Agency Communication Template pop-up window is displayed, you can Preview 

Email, Preview Document (if applicable) or click on the Send button. If required, you can also 
edit the email text.

7. The Summary of Actioned Requests is displayed.
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Process Responses
The final step in the placement Request process is to generate placement offers through the 
Process Responses tab.
Beneath the Action header is a list of possible selections. These options are:
• Generate Offers: Generates Placements with a status of “Offer”.
• Generate Planned Placements: Generates an offer for one / multiple requests.
• Reject: Marks the Request as “Rejected” on behalf of an agency.
• Acknowledge Rejected: The Agency has rejected the request from within InPlace. This 

selection acknowledged their rejection.
• Restore: Restores the Request to it’s previous status.
• ReInstate: If the Request has a Status of “Rejected”, this option will restore the request back to 

“Pending”.
• Display Log: A log of the activity performed on the request since it was created. It includes the 

date and time of the action, user name, and operation.
• Mark as ‘No Response: Marks the request as having had no response from the Agency.

To Generate a Placement Request offer response:
1. Click on the Process Responses tab.
2. Tick the check-box for the selected Request or Requests.
3. If a Placement Block was not used when creating the Request, the dates of the Request   

can be modified within the “Start” and “End” fields.
4. Populate the Offer field with the number of Placements which need to be generated (this can 

be different from original request - i.e. originally the request was for an Agency to take 10 
placements but this has been amended to 5).

5. Click on the Generate Offers link.
6. The Confirmation pop-up window appears, asking ‘Generate offers for 1 request(s)?’.
7. Click the OK button to close the pop-up window.
8. A green thumbs-up logo is now displayed next to the Placement Request.
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Once a Request has been generated, a number of values can still be edited if required. 
These include:
• Start and End dates.
• Grp (Group code).
• Offers
• Duration
• Split (this allows a “Parent” Agency to distribute Students amongst different branches or 

offices if required

To allocate students to the placement offers proceed to Placement> Placement Manager. 
Refer the to Placement Manager Quick Reference Guide for more information.

For further assistance, please contact your school’s WIL team or visit InPlace Support Online 
Help or contact the InPlace Business Support Team at inplace.support@rmit.edu.au


